
 

 

JOB DESCRIPTION 

 

 

Job Title (Designation): Accounts Executive 

 

Job Location: Jaipuria Noida 

Experience: 2 Years 

Responsibilities and duties 

We’re looking for a candidate who has strong understanding of 

accounting principles and experience of working in University, Institute 

etc... Work in a fast-paced environment with the following skill set. 

 Maintain financial records for analysing balance sheets and general 

ledger accounts. 

 Reconcile bank statements. 

 Assist with day-to-day operations of the Finance department, 

including filing, report generation, budget review, etc. 

 Maintain accounting documents and records, ensuring all files are 

up to date. 

 Prepare bank deposits. 

 Fee collection  

Qualifications and skills 

 Commerce Graduate (B.Com) 

 Proficiency in Excel, Tally and other accounting software. 

 Minimum 2+ years of experience. 


